OCEAN CITY
WATER DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

[}
scHEDULE NO. 7 Z T

PAGE | OF 2

Agency

Town of Ocean City

Division/Unit

Water

HTEM
NO

DESCRIPTION

RETENTION

Purchase Orders
Purchase Orders, Requisitions, Invoices, Hand
written notes.

Meter Reading (Copies)
Contains: Service Orders (rereads, property
transfers).

Time Sheets
Contains: Employee Time Sheets, Work
Assignments, Daily Work Report.

Meter Permits/ Pumping Reports
Contains: Temporary Water Permits, Monthly
Reports/State DHMH, Special Events, Pumpage

" Reports, Water Permit Log, etc.

Meter Installations

Billing Instructions, Inventory Item re-order list
by vender, Test Invoice, Issue Ticket, Daily Work
Report, Correspondence.

Meter Installation / New Touch Read Meters
Service orders to install new Touch Read Meter,
Employee Installation Report-Daily, Etc.

Subject Files

Contains: Accident Reports, Maps, MD State
Depts. Information, Correspondence, Sanitary
Reports, Bids, Contracts, Council Meeting Notes,
Insurance Claims, Water Main Breaks, Lead &
Copper Monitoring Reports, Lead & Copper
Sampling Reports, Paint Process Water Tanks,
Budget, Certificates, Loss Control Programs,
Certifications, Etc.

Retain for 3 years, then destroy.

| Retain for 3 years, then destroy.

Retain for 2 years, then destroy.

Screen Annually.
Destroy material having no further legal,
administrative fiscal or operational value.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain for 50 years, then destroy.

Screen Annually.
Destroy Material having no further legal,
administrative fiscal or operational value.

|
APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

3-3-c0 DATE
SIGNATUREJG)J-» X
TYPE NAME Ron ¢

1me \Weatere beear‘%men‘( Super
]

APR 11 appg




OCEAN CITY SCHEDULE NO. /477 7
FINANCE DEPARTMENT

RECORDS RETENTION AND DISPOSAL SCHEDULE

PAGE OF

Agency Division/Unit

Town of Ocean City Water

ITEM

NO DESCRIPTION RETENTION

8 Water Contracts Retain for life of contract
Contains: Contracts, Correspondence| plus 3 years, then destroy.
Specifications, Proposals.

9 Personnel Files

Retain for 3 years, then destroy.
Copies, Originals to Human
Resources.




v

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

1. DEPARTMENT/AGENCY

e A

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

&

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

2 DIVIS(ON E/__£éﬁ —

. Page / of

3. UNIT

DEFINITION - Records SeriesA group of related records normally filed and used as a unit for. reference as

well as retantion and disposition purposes.

4. RECORD SERIES TITLE

ﬁ// V'ZA%CL @D//ef“ s

5. EARLIEST YEAR / LATETEST YEAR

| FitrZprrse pf‘Jfrzﬁ
| stondd lr)//f/%

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of in.omc!ionlc:ccumenlslforrrs '.urd in the Series. inciuce the purpose of ‘uncuon of the Senes;
é [ /S 7 /c,ls /A///P/ 466 -

e

i 7. RECQROD SERIES FORMAT(S)
Letter Size

o Microfilm

RECORD SERIES SEQUENCE
phateticai

9. VOLUME

rile Drawer(s)
O Microfiim Rest {sj
o Computer Tape !5}

=
V. 4

O Legal Size - 0 Computer Tape a Numerical O Other (Specify)
O Bound Book_ T Floppy Disk O  Chronolcgicai Number 4. / -
o Audio Tape O Video Tape O Geographicai 10. ANNUAL ACCUMULATION
- o File Drawer {s;
G Other (Specify) O Other {Specify} O Microfiim Reet {sj
O Computer Tape(s)
/M’ //- a Other i{Specify)
Numbper
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
E/K Weekly G Monthly g Month{s) c  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Rogm) 14. 1S RECORD SER!ES DUPLICATED ELSEWHERE? {If yes, specify agency <r cffice)
m %‘— M’é// a  Yes Z No
S
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None o State G Federal G Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain bneﬂy and
describe any hardware/software)

a  Yes [a}

No

RECOMMENDED RETENTION

7%5,04/

/?677?’#075/“3)/6%

19. NAME AND TITLE OF PREPARER

 20. TELEPHONE NUMBER

4

21. DATE

38 5504 (Revised 1/93)

|




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

1. DEPARTMENT/AGENCY

2depy/ Ly

SCHEDULE (OGS 550-1)

2. DIVISION

Az D=

AGENCY RECORDS INVENTORY

: Page.%__ of __M

3. UNIT

DEFINITION - Records 5&: - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Y /49,;0/&3)

5. EARLIEST YEAR / LATETEST YEAR

e,

6. RECORD SERIES DESCRIPTION {( Briefly dedcribe the types ¢

f information/documentsiforms fcund indhe Series. Inclu

Lot s = Seritec Eriders(fefesds),
frzpersy Trensfer;

ﬂﬁ,}//vﬁi S ﬁ /{5//%/07 féﬂwf«&

—/

. Letter Sze . O Microfiim

O Legal Size o .Compules Tepe
O Bound Book O Floppy Disk
a Audio Tape O Video Tege

a Other (Specify)

8. RECORD SERIES SEQUENCE
O Alphabetical
W s

@ Chronological

[s] G_e_ographical

Q

9. VOLUME /
rile Drawer(s)
a Microfilm Reet {sj
0 Computer Taoe 5]
o Other (Speciiy)

Number

10. ANNUAL ACCUMULATION
QO File Drawer {s)

1 Other (Specify) . O Microfilm R_eel {si
Prik vy~ 2 Compus e
CZ//_ 55 %@ Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTEﬁ
. a Daily O Weekly o Monthly . a  Month(s} O Year(s)

Number

13. CURRENT LOGATION(S) (Bldg., Floor, Room)

b5 SfEey

g Yes

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or cffic

[w]

~No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regutation(s)

O Yes No

o

16. AUDIT REQUIREMENTS

O None o  State .

O Federal

O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)
0O Yes

g No

18. Rscomuenoéo RETENTION /?&W/ /(/ /%7— 3/6/?%5/

19. NAME AND TITLE OF PREPARER

7%5/0 Z 65//%’%

20. TELEPHONE NUMBER

21. DATE

38 5504 (Revised 1193}




{NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
'SCHEDULE {DGS 550-1) ’

1. DEPARTMENT/AGENCY

%/Q%}

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD ' = E q ‘
P.O. BOX 275 - JESSUP, MARYLAND 20734 - Page of

DEFINITION - Records Séries - A group of related records normally filed and used as a unit for 1eference as well as retention and disposition purposes.

il 4. RECORD SERIES TITLE

Tirre Sheck=

5. EARLIEST YEAR ! LATETEST YEAR

CoofEpnls Eﬂ;@é

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms fcund in the Series. Include the purpgse or function <i ihe 3eries;

Hessi o0 0 pw% /59)@0”7“

Zé/%’—/)

7. RECORD SE ORMAT(S)
Letter Size 0 Microfilm

O Legal Size 8 Computer Tape
O Bound Book QO Floppy Disk
g Audio Tape O Video Tege

O Other (Specify)

8. RECORD SERIES SEQUENCE 9. VOLUME /
=2 Drawer(s)

C Alphabetical a Microfilm Reel (s
0 Zomputer Taee {S)

Umerical 3 o Qter (Speciiy)
O Chronological ) ~ Number ( 1'; F:

O Geographical ) ’ 10. ANNUAL ACCUMULATION .
O File Drawer {s)

G Microfiim Reet {s)
a Computer Tape(s)
3O Other {Specify)

0 Other (Specity)

Dtz

Number

11. FILE IS USED

Daily O Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) c ‘faaris)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

CTH T

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {f yes. specify agency or cffica}

-a  Yes S No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

O Yes C No

16. AUDIT REQUIREMENTS

a None o State a Federal g Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes__- O No

. RECOMMENDED RETENTION g @7? 1¢) /ﬁ/\ 02 /@/6
7%@0 desT7 7

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

35 5504 {Revised 1/93)




[NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

y4 pa
SCHEDULE (DGS 550-1) 7275 WATERLOQ ROAD , éé & q
P.O. BOX 275 - JESSUP, MARYLAND 20734 - Page , of :

i 1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

| B lr | M)ﬁé&bg;&z“ |

DEFINITION - Records sﬁes - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

i| 4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

/‘/@7[’% 72/’/%%%9//72&/2& /éﬁﬁ/‘g Vo7 =

! 6. RECORD SERIES DESCRIPTION ( Briefly descai{the types of in ormation/domlsifcr :'cun/di the Series. _Include the purpose or function of the Series;

I Cp/d;%///fj 2 Ttz %jﬂﬁérm//s 7 /Wp,cb%
! K@rﬁ/&/wé DI 7 Speoipl. EVEOIS
| B seriiias hetmrnzd | Prrrrprpre.
Pefor7S  stem e S Los s =FE

7. RECORD SERIES MAT(S) ' 8. RECORD SERIES SEQUENCE 9. VOLUME /
/Rﬁﬂ/ ) e Drawer(s)
eller Size a Microfilm O Alphabetical a Micrefilm Rest isj
. 0 Computer Taee i5)
a Legal Size a Computer Tepe umerical Q Other{Speciy) ____

O Bound Book a Floppy Disk T Chronological . " Numter
O Audio Tape O Video Tepe G Geographical 10. ANNUAL ACCUMULATION
T O File Drawer is}
O Other (Specify) O Other (Specify} O Microfilm Reel isj
. o Computer Tzoeis}
D%%g’ a Qthar {Specir‘y)
- Numbper
11. FILE IS USED / 12, FILE BECOMES INACTIVE AFTER
o Daiy o Weekly Monthly o Montns) € Yearis)
' Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specily agency or cffical

LEZDS el 5 s = o

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

g Yes a No g None a  State o Federal T Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software] . :
’ ) Pestroy material having no
0 Yes o No ' further legal, administrative
" ' Fscal or operational value

19. NAME AND TITLE OF PREPARER a 20. TELEPHONE NUMBER

.S 5504 (Revised 1/93)




INSTRUCTIONS -

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Vol
- Page ;2 Oof M

1. DEPARTMENT/AGENCY

ey ﬂ/%lY

2. DIVISION

JFer~ D).

3. UNIT

DEFINITION - Records S fes - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4, RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

(277 1929

e d o

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms fcund in the-Sefies.

5//'

Inciuce the purpose or functicn f the Series)

W’Wﬁé JNVE /V%/" /72 277 /fg,- L=~
Jernd o /6677///2/463 LSS ire.

Wi, 7 Lor . Kg@pﬁ?— CHiE Epraxden

=i~

A

7. RECORD SER| MAT(S)
etter Size : a Microfilm

o legal Size o Computer Tepe

O Bound Book O Floppy Disk
o Audio Tape C Video Tere

O Other (Specify)

' 8. RECORD SERIES SEQUENCE
O Alphabeticat
M
a Chronological

G Geographicat

a Other (Specify)

9. VOLUME / '
> rle Drawer(s)

T Microfilm Reel s
0 Computer Tape {3}

lf~

Number

/ O Qther (Specify)

10. ANNUAL ACCUMULATION
File Drawer {s)
Microfilm Reel {s}

[w]

Dtz

o]
O Computer Tape(s)
T Other (Specify)

. Number

11. FILE IS USE
: Daily O Weekly

G Monthly

12. FILE BECOMES INACTIVE AFTER

Number

o Heonth(s) [ ‘Year(e)

13. CURRENT LOCATION(S) (Bldg..

w

By

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency <r cffice)

a  Yes _ c No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes g No o None a State O Federal O independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

"18. RECOMMENDED RETENTION

O No

O Yes

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER

20.

TELEPHONE NUMBER -

58 550-4 (Revised 1/93)




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

ey ﬁ/fu/

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

witerDert—

AGENCY RECORDS INVENTORY

- Page é Of _M

3. UNIT

DEFINITION - Records Series)

A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

resorosenes e L /g s ) 0T kD
N1 Tz o Hiosnd SAed=res

S. EARLIEST YEAR / LATETEST YEAR

270 /P

6. RECORD SERIES DESCRIPTION (

@/w/y ;

Briefly describe the types of information/cocumentsiforms fcund in the Series.

e Lreders Fo driston) v i Jened,
Welers EM,@/ e AN 77 T AeporT—

Inciuce the purpose or function of the

! 7. RECORD SERIES MAT(S)
elter Size

O Legal Size

a Microfilm

O Computer Tape
O Bound Book O Floppy Disk
O Audio Tape D Video Tece

O Other (Specify)

8. RECORD SERIES SEQUENCE
O Alphabetical
Vm
a Chronologica!‘

0 Geographical

O Other {Specify)

Dyf=

9. VOLUME
3 Fue Drawsi(s)
0, /g a Microfilm Rze! sj .
Wace {5 kg
g ofther (S x:r’y)@z q
Number 7
r 4

10. ANNUAL ACCUMULATION
O File Drawer 33
o Microfilm Reet {s)
o Computer Tzpe(s)
O Qther {Speciiy)

Numper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DKI Weekly G Monthly o Month(s) c Year(s)
Number :
13. CURRENT LOCATION(S) (8ldg., Floor, Room) 14. 1S RECORD SERIES OUPLiCATED ELSEWHERE? {If yes. specify agency or cifical
é Q% ‘g——_ g Yes S No
15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS =
a Yes o No a None a State O Federal O Independent /
17. 1S AN pNDEX SYSTEM USED? (If yes, explal:n briefly and 18. RECOMMENDED RETENTiO_N R@ﬁé //0 F’p_/‘ é@/@/&s’
describe any hardware/software) :
a Yes o No - w r / _
A4
19. NAME AND TITLE OF PREPARER TELEPHONE NUMBER ' 21. DATE

20.

35 5504 (Revised 1/93)

[




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
T27S WATERLOO ROAD
£.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

7#()((7

Vd

'Page

—

1. DEPARTMENT/AGENCY

GLEsw &/75/

2. DIVISION

WAz

3. UNIT

R EWs

DEFINITION - Rec

3 Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE

Tl T S e

5. EARLIEST YEAR / LATETEST YEAR

aiud

Colizmts: o)

6. RECORD SERIES DESCRIPTION ( Briefly describe the .ypos of information/cccumentsiforms fsund in the Series.

St e /’ﬂﬁ/é Wxﬁ%ﬁ / A
- Ifz W/ﬁ Loy v ﬂ/ﬁ/,f,cbf céW /6”/ /7—

/
A da//wé
/c/é éﬂ/}%ﬂ/ Y /%xyé/%/

’W/{

//I/ék//Wﬂe a/#/ms % M/f?b

A%ﬂ#ﬂp/o

ZI /N fﬂ%

N

/,45%/#’

iy

e

‘

. FORMAT(S)

Letter Size a Microfilm

C Legal Size o Computer Tapé
O Bound Book O Floppy Disk
a Audio Tape a] \/ideo Tepe

0 Other {Specify)

8. REC/D SERIES SE

9. VOLJME /
rile Orawer(s)

a Microfilm Ree! is;
0 Computer Tepe !5) .
o Other (Spscify)

Iphabetical
a Numerical

a. Chrondlogica! “Number

G Gsographical 10. ANNUAL ACCUMULATION
- i a File Orawer is;
O Microfilm Reet (s}
o Computer Tape(s}

Q Other {Specify)

o Other {Specify)

Sy

25F4 Sha=F

Number
1. FILE IS USED 12. FILE' BECOMES INACTIVE AFTER .
. e{ O  Weekly o Monthly o Month(s) a - Year(s)
. Number )
3. CURRENT LOCATION(S) (Bidg., Floor, Room} 14. IS RECORD SERIES OUPLICATED ELSEWHERE? {If yes, specify agency or cffice}

o Yes : a No
e

5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS

0 Yes : . o No o None o State O Federal QO Independent
7. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTIO!

describe any hardware/software) Pestroy material having no

O Yes E o No #urther legal, a@mnusuanve

' Fiscal or operational value

3. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

5504 (Revised 1/93)

%%%‘

e




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 27§ - JESSUP. MARYLAND 20794

] . VPage %7 %

1. DEPARTMENT/AGENCY

peent &t

/':=ﬁ
2 DMSIONM =/ .

3. UNIT

A EWS

DEFINITION - Records Seri s - A group of related records

normally filed and used as a unit for reference as welil as retention and disposition purposes.

4. RECORD SERIES TITLE

W (on T2

S. EARLIEST YEAR / LATETEST YEAR

ALY i

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cocumentsiforms icund in

&m/@w 2 CoT RIS (o e

/0%/%5 g

the Series. ,Include the purpose or function 5i the Series;
-~
e = 57&@/%,47‘/

NS
g

A

7. RECORD SERES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME / .
S File Orawei(s)
Letter Sze o Microfilm Q Alphabeticat a Microfilm Rest {sj
: o a Computer Tzoe (3)
‘:% a Computer Tepe Umerical o Other (Speciy)
Bound Book O Floppy Disk G Chronological “Ndmber G, /,;
O Audio Tape O Video Tepe o Geographical 10. ANNUAL ACCUMULATION
- O File Drawer s
O Other (Specify) o omer (Specify) - O Microfilm Reei {s}.
O Computer Tzpe(s)
W f M a Other (Specify)
Nuymber
11, FILE IS USE 12. FiLE BECOMES INACTIVE AFTER
Daily - O Weekly G Monthly a  Month(s) a Yeat(s)
. Number
23, CURRENT LOCATION(S)‘(Bldg.,‘ Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency <1 cfficet
"’W <§7P’ /(fé/ o ves 3 No
N u
i5. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0O Yes : . O No o None a Slate o Federal QO Independent

i7. IS AN INDEX SYSTEM USED? (i yes, explain briefly and 18.
describe any hardware/software)

a Yes ] O No

RECOMMENDED RETENTION

Retzo = L= DF

%W/Vs 3 Yerzrs 7‘7950

ULYZ

19. NAME AND TITLE OF PREPARER 20

/
. TELEPHONE NUMBER

21. DATE

5504 (Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES ' AGENCY RECORDS INVENTQORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION )

SCHEDULE {0GS 550-) 7275 WATERLGO ROAD : g 7
P.O. BOX 275 - JESSUP. MARYLAND 20794 - Page of ~

1. DEPARTMENT/AGENCY . 2. DIVISION . 3. UNIT

L) 7 Nwitzr— R EMS

DEFINITION - Records Se%es - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE v 5. EARLIEST YEAR / LATETEST YEAR

orsonmel fokes —

6. RECORD SER!ES DESCRIPTION ( Briefly describe the types of information/cocumentsiforms isund in the Series. Include the purpose or function i tha Series:

Cop/ e\? UGN T o forr7rmn” /e_sﬁz/%

7. RECORD FORMAT(S) 8. RECORD SERIES SEQUENCE - 3. VOLUME e
T ’ File Drawsr(s)
o Lelter Size O Microfilm Iphabetical _ Microfilm Reze! s;

a
o Computer Taoe i3) .
a]

O Legal Size @ Computer Tepe - g Numerical ’ / Other (Speciiy) .
O Bound Book O Floppy Disk . G_Chrondlogical “Number é, F,
@ Audio Tape O Video Tepe G Geographical ‘ 10. ANNUAL ACCUMULATION
. ’ . . O File Drawer (3}
" @ Other (Specify) O Other (Specity) Microfilm Reet {s}

[»]
a Computer Tzpe(s)
O Other {Speciiy) :

//Wa

) Number
11‘. FILE IS'USED //W@ 12. FiLE BECQMES INACTIVE AFTER
: 0 Daly . O Weekly o Monthiy i D Month(s) c Years)
. : Number
13. CURRENT LOCATION(S)-(BMQ._' Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEV_VHERE‘) {if yes. specify agency o cfficay

éé/.ﬁ 571/’2&/ O Yes » 5 No

15. ACCESS RESTRICTIONS {if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes : . g No 0 None o Slate Q Federal O  Independent

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and | 1. RECOMMENDED RETENTION ' F— =,
. describe any hardwarelsoftware) : : ﬁ A’/ o7 3 /%

D — ' 7%6WZ557/?%~

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER - C 21. DATE

3 5504 (Revised /93]




